State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
OFFICE TECHNICIAN (TYPING)

DWR POSITION NUMBER
2610-1139-XXX

SAP POSITION NUMBER MCR
50010934 1

APPOINTEE
VACANT

SAP PERSONNEL NO.

DIVISION/SECTION
SFD/ADMINISTRATION BRANCH/ADMIN SERVICES

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
4

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Dana Martinez

SUPERVISOR'S CLASSIFICATION
ADMINISTRATIVE OFFICER II, RA

APPROVED BY (Personnel Analyst's Name)

JL

DATE

06/02/11

Percent of
Time

Activity

but not limited to:

50%

POSITION SUMMARY

ESSENTIAL FUNCTIONS

Under general direction of the Administrative Officer I, provides administrative support and
performs a variety of the most difficult duties and is expected to consistently exercise a high
degree of initiative, independence and originality in performing assigned tasks for the Civil
Maintenance Branch, Engineering Branches, and Planner/Scheduler function.

This position is permanent, full time and requires the incumbent work cooperatively with others,
adjust priorities based on operational needs, maintain regular, consistent, predictable attendance,
and exercise good judgment, and the ability to communicate effectively. May perform
administrative tasks in SAP such as time reports, program reports, requisitioning, work order
notifications and other SAP functions. Responsible for functional guidance in training and
assisting less experienced employees in these areas. Must have knowledge of applicable
bargaining unit’s contracts, timekeeping, Department policies and procedures, and SAP functions
related to time recording and time management reports. The specific essential duties are as follows

May originate and/or type correspondence and memorandums. Verify proper posting of labor
hours in SAP. Investigates discrepancies and assists supervisors with proper posting of labor
hours. Inputs necessary corrections/adjustments in SAP time module (i.e. SCIF related cases).
Verifies Training Request and Expense Vouchers and reviews for accuracy. Prepares and
processes Industrial Injury and Vehicle Accident documents. Provides phone coverage, receives
and distributes mail, xeroxes, and maintain files. Prepares Report of Performance and Appraisal
and Development evaluations and apprises supervisor of due dates and maintains the log.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Dana Martinez

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

VACANT

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

OFFICE TECHNICIAN (TYPING) 2610-1139-XXX 50010934 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

VACANT SFD/ADMINISTRATION BRANCH/ADMIN SERVICES
Pe_rl_?ﬁlrg of Activity

25% Perform revolving fund duties as necessary to maintain required separation of duties; back-up
check processor in SAP; audit and entry of Travel Expense Claims in SAP; scheduling/batching of
TEC's for accounting.

20% Coordinate, update, revise and distribute field division Injury/lliness Prevention Program Manual.
Provide administrative support to the field division Safety Officer; prepares final reports, forms,
correspondence and distribution. Assist in scheduling and coordinating bi-monthly safety
meetings. Updates and monitors the Field Division Safety Action Item Log.

5% Prepares reference materials in the form of training manuals and instruction sheets. May report to

other work locations within the field division as work needs dictate including assisting in the
Warehouse with filing of purchasing orders and making sure that approved invoices are sent to
Headquarters Accounting. Verifies payment process upon request of Contractors and
investigates billing discrepancies. Verifies requests from accounting for payment of invoices.

Act as back-up for other support staff by need and work area as priorities arise. Required to drive
to post office for delivery/pick-up of daily mail for the Pearblossom facility on a rotating basis.
Incumbent will be required to operate automotive vehicles on public roadways, travel to remote
areas within the field division.

SPECIAL REQUIREMENTS

Must have a valid California Class C license as incumbent will be required to operate automotive
vehicles on public roadways, travel to remote areas within the field division is necessary to perform
the requirements of this position.

Strength and ability to move up to 25 pounds. Must have stamina and ability to work at a desk, use
a typewriter, computer and other office machines; stand, bend, stoop, and stretch for periods of
time may be required. Must be able to operate computers and learn/know appropriate programs.

Overtime may be required, based on work needs.
Must be willing to work on an "on-call” basis.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.

DWR 525 (Rev. 1/09) Page 2 of 2




	Activity
	Activity

	MRBU: Off
	Management Related: 
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50%
	activity: POSITION SUMMARY

Under general direction of the Administrative Officer I, provides administrative support and performs a variety of the most difficult duties and is expected to consistently exercise a high degree of initiative, independence and originality in performing assigned tasks for the Civil Maintenance Branch, Engineering Branches, and Planner/Scheduler function.  


ESSENTIAL FUNCTIONS

This position is permanent, full time and requires the incumbent work cooperatively with others, adjust priorities based on operational needs, maintain regular, consistent, predictable attendance, and exercise good judgment, and the ability to communicate effectively.  May perform administrative tasks in SAP such as time reports, program reports, requisitioning, work order notifications and other SAP functions.  Responsible for functional guidance in training and assisting less experienced employees in these areas.  Must have knowledge of applicable bargaining unit’s contracts, timekeeping, Department policies and procedures, and SAP functions related to time recording and time management reports. The specific essential duties are as follows but not limited to:

May originate and/or type correspondence and memorandums.  Verify proper posting of labor hours in SAP.  Investigates discrepancies and assists supervisors with proper posting of labor hours.  Inputs necessary corrections/adjustments in SAP time module (i.e. SCIF related cases).   Verifies Training Request and Expense Vouchers and reviews for accuracy.  Prepares and processes Industrial Injury and Vehicle Accident documents.  Provides phone coverage, receives and distributes mail, xeroxes, and maintain files.  Prepares Report of Performance and Appraisal and Development evaluations and apprises supervisor of due dates and maintains the log.

	classification: OFFICE TECHNICIAN (TYPING) 
	appointee: VACANT
	dwr position number: 2610-1139-XXX
	sap personnel no: 
	sap position number: 50010934
	division: SFD/ADMINISTRATION BRANCH/ADMIN SERVICES
	mcr: 1
	percent 2: 25%



20%




5%
	activity2: Perform revolving fund duties as necessary to maintain required separation of duties; back-up check processor in SAP; audit and entry of Travel Expense Claims in SAP; scheduling/batching of TEC's for accounting.  

Coordinate, update, revise and distribute field division Injury/Illness Prevention Program Manual.  Provide administrative support to the field division Safety Officer; prepares final reports, forms, correspondence and distribution.  Assist in scheduling and coordinating bi-monthly safety meetings.  Updates and monitors the Field Division Safety Action Item Log.

Prepares reference materials in the form of training manuals and instruction sheets.   May report to other work locations within the field division as work needs dictate including assisting in the Warehouse with filing of purchasing orders and making sure that approved invoices are sent to Headquarters Accounting.    Verifies payment process upon request of Contractors and investigates billing discrepancies.  Verifies requests from accounting for payment of invoices. 

Act as back-up for other support staff by need and work area as priorities arise.  Required to drive to post office for delivery/pick-up of daily mail for the Pearblossom facility on a rotating basis. 
Incumbent will be required to operate automotive vehicles on public roadways, travel to remote areas within the field division. 

SPECIAL REQUIREMENTS
Must have a valid California Class C license as incumbent will be required to operate automotive vehicles on public roadways, travel to remote areas within the field division is necessary to perform the requirements of this position.  

Strength and ability to move up to 25 pounds.  Must have stamina and ability to work at a desk, use a typewriter, computer and other office machines; stand, bend, stoop, and stretch for periods of time may be required.  Must be able to operate computers and learn/know appropriate programs.

Overtime may be required, based on work needs.

Must be willing to work on an "on-call" basis.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Dana Martinez
	employee name: VACANT


